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| Executive Skill Building Program

Skills Inventory Guide to Resources

@ Policy

HHS Learning Portal Online Resources

Federal Regulation Process e Regulatory Review » A Guide to the Rulemaking Process

®» Code of Federal Regulations

Federal Budget Process e Federal Budgeting » Budget of the US Government

= Introduction to the Federal Budget Process

Federal Legislative Process e |egislation ®» The Legislative Process: Overview (video)

» The Legislative Process

Appropriations Law e Principles of Federal fiscal law ®» The Red Book

e Appropriations Law » Appropriations Law Training (GAO)

» Appropriations Law Forum (GAO)

Administrative Procedures ® Regulatory Review ® Federal Administrative Procedures Act

e Rulemaking » Administrative Procedure Act (5 U.S.C. Subchapter I1)

®» A Guide to the Rulemaking Process

Legislative Processes and Research e |egislation ®» Federal Administrative law: A Brief Overview

» |ntroduction to the Legislative process in the US Congress

» Library of Congress Legislation Search

®» |egislative History Research Guide

Development/Formulation e Policy Analysis » CDC Policy Process

® Policy Landscape =» CDC Policy Analytical Framework
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https://www.federalregister.gov/uploads/2011/01/the_rulemaking_process.pdf
https://www.archives.gov/federal-register/cfr
https://www.usa.gov/budget
https://www.cbpp.org/research/policy-basics-introduction-to-the-federal-budget-process
https://www.congress.gov/legislative-process
http://congress.org/advocacy-101/the-legislative-process/
https://www.gao.gov/legal/appropriations-law-decisions/red-book
https://www.gao.gov/legal/appropriations-law-decisions/training
https://www.gao.gov/legal/appropriations-law-decisions/forum
https://administrativelaw.uslegal.com/administrative-procedure-acts/federal-administrative-procedure-act/
https://www.archives.gov/federal-register/laws/administrative-procedure
https://www.federalregister.gov/uploads/2011/01/the_rulemaking_process.pdf
https://www.llsdc.org/federal-administrative-law-a-brief-overview
https://fas.org/sgp/crs/misc/R42843.pdf
https://www.congress.gov/legislative-process
http://guides.ll.georgetown.edu/legislative_history
https://www.cdc.gov/policy/analysis/process/docs/cdcpolicyprocess.pdf
https://www.cdc.gov/policy/analysis/process/analysis.html

| Executive Skill Building Program

® Human Resources

Federal Hiring Process

Supervising civilians, contractors, and
cc officers

Conflict Resolution

Labor and Employee Relations (Scope
and Process)

Bargaining Unit Guidelines

Human Resource Planning

Effective Communication

Coaching, Mentoring and Motivating
Staff

HSPAC

HHS Learning Portal

e Federal Hiring

e Hiring Process

e Supervisor 101
e Commissioned Corps

® Peers

® Workplace Conflict

e Facing and Resolving Conflict in the
Workplace

e Conflict: Avoid, Confront, or Delay?

e Labor Relations

e Employee Relations

e Collective Bargaining Unit Agreement

e Union

® Human Resource Strategy Management:

Strategic Planning
e Strategic Planning
e Effective Communication
e Team Building

e Cultural Effectiveness

® Mentoring
e Leadership in Mentoring
e Performance

e Effective Coaching

Online Resources

= Hiring Manager Handbook

NOAA Hiring Guide
Redesigning USAJobs (video)

Commissioned Corps vs. Civil Service

A Handbook for Measuring Employee Performance

OPM Federal Supervisory & Managerial Training Framework

Federal Employee Motivation and Engagement (video)

Free Guide to Leadership and Supervision

Conflict — Use It, Don’t Defuse It (video)

The Beauty of Conflict (video)

$ 3 3 3 3 3 3 3 33

How Understanding Conflict Can Help Improve our Lives
(video)

Managing Conflict in a Union Environment (video)

Labor and Employee Relations as a Strategic Partner (video)

OPM Employee Relations Roundtable Discussions

Supervisory Guide on Addressing Unacceptable Performance

y 38 3 3 3

OPM Guidance Managing Federal Employees’ Performance

Issues

L 4

How to Hold an Effective Discussion

L 4

HHS Residual Standards of Conduct

3

HHS Instruction 752 Corrective Action, Discipline Adverse

Actions, and Table of Penalties

Addressing Misconduct and Leave Abuse

Strategies for Addressing Employee Problems

10 Rules to Remember

3y 8 3 3

Bargaining Unit Determinations (video)

=» Human Resource Planning

» HHS Strategic Plan

» People-Relationships — Effective Communications (video)

=» Communicating Effectively: Making Requests, Offers,
Promises (video)

®» Remember to Say Thank You (video)

% HSO Mentor Training and Resources
» Stop Trying to Motivate Your Employees (video)

Professional Core Competencies Toolkit



https://www.aphis.usda.gov/mrpbs/publications/Hiring-Manager-Handbook.pdf
https://www.wfm.noaa.gov/pdfs/Hiring_Guide.pdf
https://www.youtube.com/watch?v=tTBbpjT4oCY
https://www.wilkes.edu/news/nesbitt-news/2017/September/CC%20vs%20Civil%20Service%202017_1.pdf
https://www.opm.gov/policy-data-oversight/performance-management/measuring/employee_performance_handbook.pdf
https://training.fws.gov/courses/references/job-aids/supervisors/documents/OPMSupervisoryAndManagementTrainingFramework-NCTCSolutions.pdf
https://www.youtube.com/watch?v=0mHGz07dWfQ
https://managementhelp.org/management/guidebook.htm
https://www.youtube.com/watch?v=o97fVGTjE4w
https://www.youtube.com/watch?v=55n9pH_A0O8
https://www.youtube.com/watch?v=fdDQSHyyUic
https://www.youtube.com/watch?v=fdDQSHyyUic
https://www.youtube.com/watch?v=jRVIcT6fQK8
https://www.youtube.com/watch?v=yOswt8v9-0w
https://www.opm.gov/policy-data-oversight/employee-relations/training/#url=Roundtables
https://community.max.gov/download/attachments/1737376592/Supervisory%20Guide%20on%20Addressing%20Unacceptable%20Performance%203.16.18.pdf?api=v2
https://community.max.gov/download/attachments/1737376592/OPM%20Guidance%20Managing%20Federal%20Employees%E2%80%99%20Performance%20Issues.pdf?api=v2
https://community.max.gov/download/attachments/1737376592/OPM%20Guidance%20Managing%20Federal%20Employees%E2%80%99%20Performance%20Issues.pdf?api=v2
https://community.max.gov/download/attachments/1737376592/How%20to%20Hold%20an%20Effective%20Discussion.docx?api=v2
https://community.max.gov/download/attachments/1737376592/HHS%20Residual%20Standards%20of%20Conduct.pdf?api=v2
https://community.max.gov/download/attachments/1737376592/HHS%20Instruction%20752%20Corrective%20Action%2C%20Discipline%20Adverse%20Actions%20and%20Table%20of%20Penalties.pdf?api=v2
https://community.max.gov/download/attachments/1737376592/HHS%20Instruction%20752%20Corrective%20Action%2C%20Discipline%20Adverse%20Actions%20and%20Table%20of%20Penalties.pdf?api=v2
https://community.max.gov/download/attachments/1737376592/Addressing%20Misconduct%20and%20Leave%20Abuse%202019.ppt?api=v2
https://community.max.gov/download/attachments/1737376592/Addressing%20Employee%20Problems%20Strategies.docx?api=v2
https://community.max.gov/download/attachments/1737376592/10%20Rules%20to%20RememberOHR%202016docx.docx?api=v2
https://www.youtube.com/watch?v=BLtVdPEJ3QU
https://www.exec.gov.nl.ca/exec/hrs/publications/HR_Resource_Binder.pdf
https://www.hhs.gov/about/strategic-plan/overview/index.html
https://managementhelp.org/management/guidebook.htm

| Executive Skill Building Program

® Human Resources

HHS Learning Portal Online Resources
Performance Management e Performance Management » DHHS Performance Appraisal Program (PMAP) Handbook
e PMAP ®» Managing Employee Performance

e Evaluation

Creating/ Coaching/ Managing IDPs ® Managing Employee Development » Using IDPs to Leverage Strengths

e Exploring Self-Development

Training e What is Training? =» OPM Training and Development Wiki

e |ndividual Development Plans

Time Management * Time ®» The Successful Person’s Guide to Time Management

e Managing Time % Time Management for a Small Business

e Organization
e QOutlook
® OneNote

Employee Assistance Programs e Workplace =» HHS Employee Assistance Program

* Employee

Creating a Culture of Wellness e Work/Life ®» Celebrating a Culture of Work-Life Balance and Wellness

e Management of People
e Staying Balanced
e Helping Others Find Balance

Rights of a Supervisor ® Frontline Supervisors ® Supervisor 101
® Supervisor 101 » OPM Employee Relations
Rights of Employees e Labor Relations =» OPM Employee Relations
® Employee Relations » Labor and Employee Relations as a Strategic Partner (video)

=» OPM Employee Relations Roundtable Discussions

= U.S. Special Counsel — Your Rights as a Federal Employee

HSPAC | Professional Core Competencies Toolkit



http://www2.ca.uky.edu/agcomm/pubs/fcs7/fcs7101/fcs7101.pdf
https://www.sba.gov/sites/default/files/files/PARTICIPANT_GUIDE_TIME_MANAGEMENT.pdf
https://www.hhs.gov/about/agencies/asa/ohr/current-employees/eap/index.html
https://www.opm.gov/blogs/Director/2015/10/30/Celebrating-a-Culture-of-Work-Life-Balance-and-Wellness/
https://www.opm.gov/wiki/uploads/docs/Wiki/OPM/training/CourseDownloads/HHS-Supervisor_101/Supervisor_101_Participant_Workbook_2013.pdf
https://www.opm.gov/policy-data-oversight/employee-relations/employee-relations-faqs/
https://www.opm.gov/policy-data-oversight/employee-relations/employee-rights-appeals/
https://www.youtube.com/watch?v=yOswt8v9-0w
https://www.opm.gov/policy-data-oversight/employee-relations/training/#url=Roundtables
https://www.oig.dhs.gov/assets/Fed_Empl_Rights.pdf

| Executive Skill Building Program

@ Resource and Financial Management

HHS Learning Portal Online Resources

Federal Budget Process e Federal Budgeting » Budget of the US Government

= Introduction to the Federal Budget Process

Federal Budget Terminology e Standard Terms, Definitions and ®» A Glossary of Terms Used in Federal Budget Process
Classifications

Agency Budget Process e Budget Formulation » HHS Budget & Performance

e Consultation =» AHRQ Budget Information

® Congressional Review ®» CDC Budget Process
» FDA Budget Reports
= HRSA Budget Process
® IHS Budget Process

= NIH Budget Process
=» SAMHSA Budget Documents

» EPA Budget Process
» NOAA Budget Information

USDA Budget Information

Managing Program Budgets and e Principles of Federal fiscal law
Reporting

CDC Budget, Grants & Funding

® Appropriations Law CDC Financial Management Course

Process

® Rulemaking Basics of Federal Budget and Financial Management — CDC

Operational Plans e |egislation HRSA Operational Plan Instructions and Sample

»
»
»
Agency Resource (Budget) Planning ® Regulatory Review ® Budget Process in the US Department of Education
»
»
»

Example Strategic and Operational Plan (State of New
Hampshire)

= Organizational performance Management

» Project Planning

» Continuity of Operations Plans

HSPAC | Professional Core Competencies Toolkit



https://www.usa.gov/budget
https://www.cbpp.org/research/policy-basics-introduction-to-the-federal-budget-process
https://www.gao.gov/assets/80/76911.pdf
https://www.hhs.gov/about/budget/index.html
https://www.ahrq.gov/topics/budget.html
https://www.cdc.gov/publichealthgateway/grantsfunding/index.html
https://www.fda.gov/AboutFDA/ReportsManualsForms/Reports/BudgetReports/
https://www.hrsa.gov/advisorycommittees/bhpradvisory/acicbl/Meetings/phil_budashewitz_budget_process.pdf
https://www.ihs.gov/aboutihs/annualbudget/
https://officeofbudget.od.nih.gov/pdfs/FY12/Budget%20Process%20(Timeline%20Chart)-One%20Pager.pdf
https://www.samhsa.gov/budget/fy-2019-budget
https://www.epa.gov/planandbudget/cj
https://www.corporateservices.noaa.gov/nbo/
https://www.usda.gov/our-agency/about-usda/budget
https://www.cdc.gov/publichealthgateway/grantsfunding/index.html
https://www.cdc.gov/publichealthgateway/grantsfunding/docs/basics_of_federal_budget_and_financial_mgmt_508.pdf
https://www2.ed.gov/about/overview/budget/process.html?src=ct
https://www.cdc.gov/publichealthgateway/grantsfunding/docs/basics_of_federal_budget_and_financial_mgmt_508.pdf
https://bphc.hrsa.gov/sites/default/files/bphc/programopportunities/fundingopportunities/sac/sample-operational-plan.pdf
https://www.dhhs.nh.gov/hie/documents/strategicplan.pdf
https://www.dhhs.nh.gov/hie/documents/strategicplan.pdf
https://www.opm.gov/services-for-agencies/performance-management/organizational-performance-management/
https://www.projectmanager.com/project-planning
https://www.samhsa.gov/section-223/governance-oversight/continuity-operations-plan

| Executive Skill Building Program

@ Grants and Contracts

HHS Learning Portal Online Resources
Life Cycle of Federal Grants e Grants Management = Grants Lifecycle Timeline
e Introduction to Grants =» CDC Grants Lifecycle Overview
® Monitoring Grants ® HRSA Grants Process
e Closeout
Cost Principles e Cost Principles =» Uniform Administrative Requirements, Cost Principles, and
Audit Requirements for Federal Awards: 2 CFR 200 Uniform
Guidance

= NIH Policy on Cost Principles

Life Cycle of Federal Contracts e Acquisition Process = Phases of the Acquisition Process

® Procurement ®» CDC Contracting Process

=» SBA Government Contracting in 5 Steps

®» Helpful Contracting Links

Contract Negotiation * Negotiation Challenges » Contracting by Negotiation

e Negotiation Techniques ®» Tips for negotiating agreements (video)

* Negotiation Opportunities

e Win-Win
Selecting the Correct Funding ® Introduction to Grants » Selecting a Funding Instrument Decision Diagram
Instrument ¢ Introduction to Contracts ®» USAID Guide to Assistance Instruments

e Cooperative Agreements

e Funding Type

HSPAC | Professional Core Competencies Toolkit



https://www.grants.gov/learn-grants/grants-101/grant-lifecycle.html
https://www.cdc.gov/grants/lifecycle-overview/index.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fgrants%2Flifecycleoverview%2Findex.html
https://www.hrsa.gov/sites/default/files/grants/apply/TechnicalAssistance/grantprocess.pdf
https://www.govinfo.gov/app/details/CFR-2014-title2-vol1/CFR-2014-title2-vol1-part200/summary
https://www.govinfo.gov/app/details/CFR-2014-title2-vol1/CFR-2014-title2-vol1-part200/summary
https://www.govinfo.gov/app/details/CFR-2014-title2-vol1/CFR-2014-title2-vol1-part200/summary
https://grants.nih.gov/grants/policy/nihgps/html5/section_7/7.2_the_cost_principles.htm
https://olao.od.nih.gov/Acquisition-Process
https://www.cdc.gov/contracts/process/index.html
https://www.sba.gov/blogs/government-contracting-explaining-process-5-steps
https://olao.od.nih.gov/Helpful-Contracting-Links
https://www.hhs.gov/grants/contracts/contract-policies-regulations/hhsar/part-315-contracting-negotiation/index.html
https://www.youtube.com/watch?v=QCT1BWZByko
https://www.fws.gov/northeast/refuges/agreements/GRANTS%20and%20AGREEMENTS/Selection%20of%20Funding%20Instrument.pdf
https://www.usaid.gov/india/partner-resources/implementing-partners-guide-types-assistance-instruments
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@ Organizational Management

Project Management

Portfolio Management

Process Improvement

Organizational Assessment

Enterprise Risk Management and

Internal Controls

Standard Operating Procedures

Federal Records Management

Workflow Management

Population (Health) Management

OMB Clearance

Business Intelligence and Analytics

Document Clearance Process

HSPAC

HHS Learning Portal

Agile Project Management
Ethics and Project Management

Practical Exercises

Project Management Knowledge Center

Portfolios, Programs, and Projects

Program Management

Process Improvement

Organizational Change
Organizational Agility
Organizational Goals
Risk Management
Identifying Risks
Internal Controls
Procedures

Operating Plans
Document Management
Document Libraries
Records Management
Project Management
Optimizing Time

Data Skills for Public Health

Paperwork Reduction Act

Business Analysis
Business Intelligence

Effective Analysis

Personal Skills for Effective Business

Writing Complex Documents
OMB Paperwork Reduction Act
IT Clearance Checklist

Online Resources

=» Overview of Project Management

» Project Management Certification

» Portfolio Analysis (NIH)

» What is Portfolio Management vs. Project Management? (video)

» 4 Steps for Effective Business Process Improvement Cycle

®» President’s Management Agenda

» What is a business process (video)

» Definition of Process Improvement

Process Improvement Methodologies

»
» How to Diagnose and Improve Organizational Health (video)
»

Introductory Guide to Organizational Assessment

» Enterprise Risk Management (video)

®» Playbook: Enterprise Risk Management for the U.S. Federal
Government

®» Writing Guide for SOPs

®» Records Management Handbook

®» How to define a workflow process (video)

» Integrating Healthcare through Population Health Management

» NASEM Dialogue about the Workforce for Population Health
Improvement Workshop: Readings and Resources

=» NASEM Dialogue about the Workforce for Population Health
Improvement (video)

®» Paperwork Reduction Act Guide

» Difference between Business Intelligence and Business Analytics

» Application of Business Analytics in Healthcare

®» Coursera: Al for Everyone

» Clearance Process for Information Collection

Professional Core Competencies Toolkit



https://www.pmi.org/about/learn-about-pmi/what-is-project-management
https://www.fai.gov/certification/program-and-project-managers-fac-ppm
http://dpcpsi.nih.gov/council/pdf/COC-portfolio_analysis.pdf
https://www.youtube.com/watch?v=9Tchp8LljXY
https://explorance.com/blog/8-steps-effective-business-process-improvement-cycle/
https://www.performance.gov/PMA/PMA.html
https://www.youtube.com/watch?v=NXbGIilFidA
https://tallyfy.com/business-process-improvement-bpi/
https://www.lucidchart.com/blog/process-improvement-methodologies
https://www.youtube.com/watch?v=y7YECSaBQgQ
http://www.reflectlearn.org/discover/your-introductory-guide-to-oa
https://www.youtube.com/watch?v=voGyHN-tWMg
https://cfo.gov/wp-content/uploads/2016/07/FINAL-ERM-Playbook.pdf
https://cfo.gov/wp-content/uploads/2016/07/FINAL-ERM-Playbook.pdf
https://www.in.gov/ipsc/files/SAFECOM_Writing_Guide_for_SOPs.pdf
https://www.opm.gov/about-us/open-government/digital-government-strategy/fitara/records-management-handbook.pdf
https://www.youtube.com/watch?v=FnuyET2HkPo
https://www.integration.samhsa.gov/about-us/March_Webinar_Depression_and_Diabetes_03.23.17.pdf
http://nationalacademies.org/hmd/~/media/Files/Activity%20Files/PublicHealth/PopulationHealthImprovementRT/19-MAR-21/Readings%20%20Resources.pdf
http://nationalacademies.org/hmd/~/media/Files/Activity%20Files/PublicHealth/PopulationHealthImprovementRT/19-MAR-21/Readings%20%20Resources.pdf
https://www.youtube.com/playlist?list=PLGTMA6QkejfhBRpM0ItXdOgjAzb0KJ1hE
https://www.youtube.com/playlist?list=PLGTMA6QkejfhBRpM0ItXdOgjAzb0KJ1hE
https://www.opm.gov/about-us/open-government/digital-government-strategy/fitara/paperwork-reduction-act-guide.pdf
https://www.michiganstateuniversityonline.com/resources/business-analytics/difference-between-business-intelligence-vs-business-analytics/
https://www.ncbi.nlm.nih.gov/pmc/articles/PMC4242091/
https://www.coursera.org/business/
https://www.usability.gov/how-to-and-tools/guidance/traditional-clearance-process.html

| Executive Skill Building Program

@ Organizational Management

HHS Learning Portal Online Resources
Organizational Development ¢ Organizational Effectiveness » Lean Six Sigma: Black Belt
e Organizational Agility » Lean Six Sigma Training Opportunities
® Goals
® Six Sigma
Developing and Tracking Program e Project Schedule and Budget ®» Sample Budget Narrative - HRSA
Budgets
Executing Priorities ® Conflicting Priorities ®» DHHS Priorities
e Categorizing Priorities » Resource Allocation and Priority Setting

e Aligning Goals
A-123 Audit Process » A-123 Circular
®» The Updated OMB Circular A-123

A-19 Process » A-19 Process

L 4

IT Systems and Functionality e Information Technology Developing IT System Requirements

Development

» Government IT initiatives
®» GSA Technology Overview
GAO and OIG Inquiries e Appropriations ®» GAO and OIG Audits and Investigations
®» Responding to Congressional Inquiries
Evaluation Techniques ® Program Evaluation » Evaluation as a Tool for Improving Federal Programs
» Federal Program Evaluation
Data Collection and Utilization e Managing Data » Data 101
e Data Warehouse » Medicare Utilization Data (video)
Data Analysis ® Data Analysis » Coursera: Data Science
e Data Collection = Basic Statistics
¢ Data Exploration ®» Probability and Statistics: To p or not to p?
® |nferential Statistics
= Summary Statistics in Public Health
® |ntroduction to Statistics & Data Analysis in Public Health
®» Problem Solving with Excel
®» Mastering Data Analysis in Excel
® Real Statistics Using Excel
Data Visualization e Managing Data » Data visualization beginners guide
e Data Warehouse ®» Data visualization in Excel

® Data Visualization Course

®» Top Tips for Data Visualization

Quality Assurance ® Quality Assurance ®» DHHS Evaluation and Quality Improvement

e Finding Quality in Data » U.S. Army Quality Assurance Surveillance Plan

e Six Sigma Quality Tools

HSPAC | Professional Core Competencies Toolkit



https://leadership.opm.gov/programs.aspx?course=236
https://olao.od.nih.gov/LeanSixSigma
https://bphc.hrsa.gov/programopportunities/fundingopportunities/continuation/fy-19-sample-budget-narrative.pdf
https://www.hhs.gov/about/leadership/secretary/priorities/index.html
https://www.ncbi.nlm.nih.gov/books/NBK435786/
https://www.whitehouse.gov/sites/whitehouse.gov/files/omb/memoranda/2016/m-16-17.pdf
https://www.grantthornton.com/~/media/content-page-files/public-sector/pdfs/whitepapers/OMB-A123.ashx
https://www.whitehouse.gov/sites/whitehousegov/files/omb/memoranda/2017/M-17-19-OMB.pdf
http://www.ofnisystems.com/services/validation/functional-requirements/
https://www.gsa.gov/technology/government-it-initiatives
https://www.gsa.gov/technology
https://www.corporatecompliance.org/Portals/1/PDF/Resources/past_handouts/WebConferences/august29attendeecopy.pdf?ver=2017-08-24-115312-567
https://open.defense.gov/Transparency/Congressional-Inquiries/
https://www.whitehouse.gov/wp-content/uploads/2018/10/erp_2014_chapter_7.pdf
https://mitsloan.mit.edu/shared/ods/documents/?DocumentID=4444
https://www.lotame.com/what-are-the-methods-of-data-collection/
https://www.youtube.com/watch?v=qXbqttPslW4
https://www.coursera.org/business/content/
https://www.coursera.org/learn/basic-statistics
https://www.coursera.org/learn/probability-statistics
https://www.coursera.org/learn/inferential-statistics-intro
https://www.coursera.org/learn/summary-statistics
https://www.coursera.org/learn/introduction-statistics-data-analysis-public-health
https://www.coursera.org/learn/excel-analysis
https://www.coursera.org/learn/analytics-excel
http://www.real-statistics.com
https://www.tableau.com/learn/articles/data-visualization
https://www.tutorialspoint.com/excel_data_analysis/excel_data_analysis_visualization.htm
https://www.edwardtufte.com/tufte/
https://login.max.gov/cas/login?service=https%3A%2F%2Fcommunity.max.gov%2Flogin.action%3Fos_destination%3D%252Fdownload%252Fattachments%252F1737376592%252FTop%252520Tips%252520for%252520Data%252520Visualization.pdf%253Fapi%253Dv2
https://www.hhs.gov/ash/oah/resources-and-training/tpp-and-paf-resources/evaluation-and-quality-improvement/index.html
https://www.youtube.com/watch?v=zAkXiQ2wI-8

| Executive Skill Building Program

@ Organizational Management

Memorandum of Agreement/
Understanding (MOA/MOU)

Interagency Agreements (IAA)

Implementation Science

@& Communication

Change Management

Internal/External Communication
Methods

Federal Plain Language

Effective Communication

Writing (Professional, Technical,
Creative)

Responding to Congressional
Inquiries and Correspondence

Principles and Platforms for Training
Development and Presentation

508 Compliance

Social and Earned Media

Engaging Stakeholders

HHS Learning Portal

HHS Learning Portal

® Making Change
e Change Planning

e Sustainable Change

e Effective Communication
e Art and Science of Communication

® Non-verbal communication

e Plain Writing

® Plain Language

o Effective Communication
e Team Building

e Cultural Effectiveness

e Clarity and Conciseness in Writing
e Writing Curriculum
® Foundations of Professional Writing

® Improving Technical Writing Skills

e What is Training?

e |ndividual Development Plans

e 508 Training

e Creating Accessible Documents
e Social Media Quality

® Managing Social Media Activity
® Electronic Communication

e Global Internet

e Six Sigma Benchmarking

e Engaging with Users

® Managing Stakeholder Expectations

Online Resources

®» Memorandum of Agreement definition

®» Memorandum of Understanding definition

» Examples of Memorandum of Agreements

» Writing Guide for MOUs

® Department of Treasury Guide to Writing I1AAs

®» https:/hrsa.connectsolutions.com/pg4huyoeiwOk/

Online Resources

» Successful Change Management in the Public Sector

» Plain Language

= Improving Internal Communications

®» GSA Tools to Advance Online Communication

®» Federal Plain Language Guidelines

» People-Relationships — Effective Communications (video)

=» Communicating Effectively: Making Requests, Offers,
Promises (video)

®» Remember to Say Thank You (video)

= Writing Resources for Federal Agencies

® Plain Language Tools

=» HHS Congressional Inquiries

DOD Congressional Inquiries Guide

=» OPM Training and Development Wiki

= DHHS Section 508

®» DHHS Social Media

» Analysis of earned media and public engagement (CDC

Campaign)

= DHHS Strategic Communications

=» NIH Stakeholder Engagement presentation

» Stakeholder Engagement (video

Professional Core Competencies Toolkit



https://www.govexec.com/assets/sponsored-change-management-practices.pdf
https://www.plainlanguage.gov/
https://digital.gov/2016/05/20/improving-internal-communications-best-practices/
https://www.gsa.gov/blog/2013/02/20/New-Online-Tools-Advance-Government-Communication
https://plainlanguage.gov/guidelines/
https://www.youtube.com/watch?v=UNEeYAt5qis
https://www.youtube.com/watch?v=U4p5cA6La7Y
https://www.youtube.com/watch?v=U4p5cA6La7Y
https://www.ted.com/talks/laura_trice_suggests_we_all_say_thank_you?language=en
https://www.archives.gov/federal-register/write
https://www.archives.gov/federal-register/write/plain-language
https://www.hhs.gov/open/2016-plan/congressional-requests.html
https://open.defense.gov/Transparency/Congressional-Inquiries/
https://www.opm.gov/WIKI/training/Index.aspx
https://www.hhs.gov/web/section-508/index.html
https://www.hhs.gov/web/social-media/index.html
https://www.ncbi.nlm.nih.gov/pubmed/25604520
https://www.ncbi.nlm.nih.gov/pubmed/25604520
https://www.hhs.gov/ash/oah/resources-and-training/tpp-and-paf-resources/strategic-communications-and-dissemination/index.html
https://www.hhs.gov/sites/default/files/cfsac-stakeholder-workgroup-presentation-jan2017.pdf
https://www.youtube.com/watch?v=5VrHeEfRceo
https://definitions.uslegal.com/m/memorandum-of-agreement/
https://definitions.uslegal.com/m/memorandum-of-understanding/
https://www.acf.hhs.gov/paris/memorandum
https://transition.fcc.gov/pshs/docs/clearinghouse/DHS-MemorandumOfUnderstanding.pdf
https://www.treasury.gov/about/organizational-structure/offices/Mgt/Documents/IAA%20Guide%20-%20March%202013.pdf
https://hrsa.connectsolutions.com/pq4huyoe1w0k/

| Executive Skill Building Program

@ Leadership

Leadership Core Competencies

Leadership vs Management vs Supervision

Understanding your Strengths and
weaknesses

Discovering and Honoring your

Leadership Style

Characteristics of Great Leaders

Leading Cross Functional Teams

Engaging Stakeholders

Situational Leadership

Operational Leadership

Strategic Leadership

Emotional Intelligence

Self-Care and Wellness

Political Savvy

Change Management and Leading
Change

Leading People

Development, Communication, and
Implementing a Vision

HSPAC

HHS Learning Portal

e |eadership Development Plan

e Leveraging Core Competencies
e Leadership Development Plan

e Assessing Your Own Leadership

e Building a Leadership Development Plan
e Project Leadership

e Assessing Your Own Leadership

e Building Innovation

e Managing for cross-functionality

e Leading a Cross Functional Team

e Communicating with Cross Cultural Audience
® Six Sigma Benchmarking

e Engaging with Users

e Managing Stakeholder Expectations

e Situational Leadership

e Optimizing Operations

® Assessing Your Own Leadership

® Building a Leadership Development Plan
e Project Leadership

e Building a Leadership Development Plan
e Assessing your own Leadership Performance
* Emotional Intelligence

* Navigating the Workplace

e Other Kind of Smart

® El for Teams

® Work/Life Balance

e Dealing with Work/Life Challenges

® Influence others with political savvy

e Peer political styles

e Making Change

e Change Planning

e Facilitating Change

® Leading Teams

e Difficult People

e Leading Outside the Organization

e Communicating Vision

® Shared Vision

e Strategic Vision

Online Resources

» Women’s Leadership Support Group Podcast (video)

®» USDA Leadership Core Competencies

Federal Leadership Development Programs

Great leadership starts with self-leadership (video)

General Public Health Professionals Self-Assessment

3y 3 3 3

What'’s Your Natural Leadership Style?

» Great leadership comes down to only two rules (video)

®» Developing Cross Functional Teams

» Managing Cross Cultural Remote Teams (video)

= DHHS Strategic Communications

» NIH Stakeholder Engagement presentation

» Stakeholder Engagement (video)

=» How to Master Situational Leadership

% OPM Center for Leadership Development

» Stop Managing, Start Leading (video)

®» Positive Leadership Strategies for Extraordinary Performance
=» OPM Center for Leadership Development

» 6 Steps to Improve your Emotional Intelligence (video)
» The Power of Emotional Intelligence (video)

» Emotional Intelligence

= Federal Occupational Health Healthy Living Topics

® Political Savvy 101

» |eading Change Management (video)

= Successful Change Management Practices in the Public

Sector (video)

®» OPM Center for Leadership Development

= OPM Senior Executive Service Core Qualifications

®» Developing and Communicating a vision

Professional Core Competencies Toolkit



https://youtu.be/DK-jxPf1O08
https://www.fsa.usda.gov/Internet/FSA_File/leadership_core_competencies.pdf
https://www.opm.gov/services-for-agencies/federal-leadership-development-programs/#url=Search-the-Catalogue
https://www.youtube.com/watch?v=vlpKyLklDDY
http://www.phf.org/resourcestools/Documents/NC_publichealthprofessionals_self_assessment.pdf
https://www.govexec.com/excellence/management-matters/2012/10/professional-profiling/58524/
https://www.youtube.com/watch?v=oDsMlmfLjd4
https://www.projectmanager.com/blog/6-tips-developing-cross-functional-teams
https://www.youtube.com/watch?v=QIoAkFpN8wQ
https://www.hhs.gov/ash/oah/resources-and-training/tpp-and-paf-resources/strategic-communications-and-dissemination/index.html
https://www.hhs.gov/sites/default/files/cfsac-stakeholder-workgroup-presentation-jan2017.pdf
https://www.youtube.com/watch?v=5VrHeEfRceo
https://www.govexec.com/excellence/promising-practices/2016/01/how-master-situational-leadership/125483/
https://leadership.opm.gov/
https://www.youtube.com/watch?v=d_HHnEROy_w
https://www.youtube.com/watch?v=eGInot4IGl0
https://leadership.opm.gov/index.aspx
https://www.youtube.com/watch?v=D6_J7FfgWVc
https://www.youtube.com/watch?v=auXNnTmhHsk
http://old2018.lulac.org/assets/pdfs/ftip15-EI_and_career_strategies.pdf
https://www.magellanassist.com/mem/default.aspx?AccessKey=B5C8C047-5291-47FB-815A-84A0EF7C2C6E
https://www.govloop.com/community/blog/political-savvy-101/
https://www.youtube.com/watch?v=DpKx_sIJRhA
https://www.youtube.com/watch?v=VhLgAI9oMfQ
https://www.youtube.com/watch?v=VhLgAI9oMfQ
https://leadership.opm.gov/
https://www.opm.gov/policy-data-oversight/senior-executive-service/executive-core-qualifications/
https://ctb.ku.edu/en/table-of-contents/leadership/leadership-functions/develop-and-communicate-vision/main

